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Competitive procurement is the preferred method to obtain goods and services. If 

competition is to be restricted, or not utilized, the facts and justification supporting this 
must be documented in detail. Justification must be based upon unique technical or 
performance characteristics. Personal preference for certain brands or products does not 
adequately justify limiting competition. 

Key Points 

1. If the procurement is $2,500 or below, neither competition nor Sole Source or 
Proprietary justification is required to be submitted to the Division of Purchases 
but must be maintained within the agency. 

2. If procurement is considered to be Sole Source or Proprietary and is estimated to 
be above $2,500, Sole Source/Proprietary Procurement justification must be 

submitted to the Division of Purchases along with the corresponding requisition.  

Definitions 

1. Sole Source: A sole source procurement is a procurement where only one source 

is practicably available for the goods or services required. The purpose of the 
written sole source determination is to show that competition is not practical 
because only one source is practicably available to meet a specific need. 
Competition is not available in a sole source procurement thus distinguishing it 

from a proprietary procurement where the product is restricted to that of one 
manufacturer. In addition, in sole source procurements, written documentation 
must be provided to demonstrate that the proposed price is deemed to be fair and 
reasonable.  
 

The sole source determination and written documentation demonstrating that the 
proposed price is fair and reasonable must be submitted to the Division of 
Purchases with the purchase requisition. Upon receipt of such documentation, a 
sole source request may be granted.  
Although all sole source specifications are proprietary, all proprietary 

specifications are not sole source. Proprietary items may be available from several 
distributors through competitive bidding; however, competition has been 
restricted to this group of suppliers.  

Instructions 

1. Complete and print the form. The form is in MSWord forms format. 

2. Provide complete information. Forms lacking sufficient detail cannot be approved.  

3. Sign and date the form and attach it to the purchase requisition.  


